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Applying for a Job

Checking Your Application Status

You can check on the status of your applications.

To apply for a job you must make sure that your
online application is up-to-date and ready to
submit. You will also be given the opportunity to
attach electronic documents (PDF and MS Word)
to your application.

Step

Action

When you view the details of a job posting, the system
displays the job details screen. To apply for a job click on
the Apply for this posting button at the top of the
screen.

| APPLY FOR THIS POSTING |

RMS displays the Attach a Document screen. You can
attach your resume and cover letter. The documents must
be in MS Word or PDF format.

Click on the Attach hyperlink and select the document that
you would like to upload or paste the document in the text
box provided.
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Click on Finished Attaching Documents and then click
on Yes to confirm that you want to attach the document.
RMS gives you a confirmation number.

Print the confirmation number so that you can track the
progress of your application and click on OK.

Step Action
1. From the home page, click on Application Status.
HOME
SEARCH POSTINGS
APPLICATION STATUS (e —
ECIT APPLICATION
PREYIEW APPLICATION
CHAMNGE PASSWORD
LOGOUT
RMS displays your application status:
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B Recruit Management System, see:
http://jobs.agencies.virginia.gov
L. W Your local DEQ Human Resources office,
Additional see:
Resources http://www.deg.virginia.gov/e mploy.html

B Computer access, try your local library or

VEC office.

Free e-mail accounts, see:
http://yahoo.com or
http://www.hotmail.com

Welcome to RMS

RMS makes it easy for you to apply for jobs with
the Commonwealth of Virginia. Once you create
your job application, you can simply apply for DEQ
jobs with a click of the mouse.

This Quick Reference covers the following

Contents topics:

= Getting started.

» Creating your application.

= Viewing and editing your application.

m Searching for a position.

= Applying for a job.

= Checking your application status.

» Additional resources.

Getting Started

Before you begin, gather all the information you
need to fill out a State application. You will need
your detailed work and education history, and
references. You may also want to attach an
electronic copy of your resume and cover letter.

1. Open your web browser.
2. Type: http://www.jobs.agencies.virginia.gov
3. Press Enter.

The system displays the RMS Home Page
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Searching for a Position Creating Your Application Step Action
5. Click on “Save and Continue to Next Page Application>>".
You can search for a position before or after you Before you can apply for a job, you must create The system displays the first page of the State application.
create an online application. RMS enables you to an online application. If this is the first time you Note that this online application asks for the same information
search for a position by title, type, location, and are using the system, you will also create a login previously required on the paper application.
by the agency. and password.
S[ep Action 6. Complete your online State application using the buttons
1 From the home page, click on Search Postings IMPORTANT NQTE: You will use this login and below to navigate. Do not use the Back and Forward buttons
TP password every time you use the system so make on the web browser because you may lose data.
sure you write it down.
SEARCH POSTINGS e EE— Step Action ] Add additional Information
APPLICATION STATUS - —
1. From the home page click on Create Appllcatlon. << SAVE AND RETURN TO PREVIOUS I SAVE AND CONTINUE TO NEXT > |
EDIT APPLICATION OME * Navigate Lenar | *
PREYIEW APPLICATION
CHANGE PASSWORD SEARCH POSTINGS _ _ - _ _
N CREATE APPLICATION <@ Viewing and Editing Your Application
LOGIN

You should carefully review and edit your

2. To search for all positions currently available at DEQ, click 2 Enter a username and password. application before you apply for a specific

on the arrow next to Agency, and select Dept. of position. You will view and edit the application

Environmental Quality (440). You can also narrow the select User Name: from the RMS home page.

" . . * MarySmith
search for positions at DEQ by location or job type. Use bebwesn 6 and 20 lstters or | A= | Ste Action
Type of nurbers, p
Recruitment | Any v| Password: 1. From the home page, click on Preview Application.
Definition HOME
" Use hetwesn 6 and 20 lstters or |"'"""“ |
| Dept of Environmental ualiey (4407 numbers, SEARTHIEOSTTNGS
Agency APPLICATION STATUS
* Re-enter Password: |"""0"" | EDIT APPLICATION
30b Type Any e PREVIEW APPLICATION ffe——
CHANGE PASSWORD
I CONTIMUE TO PAGE 1 OF APPLICATION =2 I
LOGOUT
3. . . — 2. | From the hom lick on Edit Application
Click on button at the bottom of the screen. 3. Click on “Continue to Page 1 of Application>>". : :D;Ee ome page click on Edit Application.
4. From the Search Results screen, click on the View hyperlink for a 4. Enter a security question and answer. SEARCH PDSTINGS
detailed job description. APPLICATION STATUS
Your Question and Answer
EDIT APPLICATION “__
¥irginia Brownfield + Please enter a question (e.g. What is |Wh fi First dog' = PREYIEW APPLICATION
Coordinator, P4106, CO my mathet's maiden name?): S AL e b= CHANGE PASSWORD
View ——— + Please enter the answer ko ywour -
— R . . . L LOGOUT
RMS displays the Job Details screen. You apply for a job from this queskion; | ==

screen.




